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Job Description 
 
Position  Customer Service Specialist 
FLSA Status   Non- Exempt 
Hours   8:00 am – 5:00 pm 

Monday thru Friday 
Supervisor  Office Manager 
 
Job Summary: The Customer Service Specialist is responsible for providing exceptional 
customer service through inbound and outbound telephone calls and will work closely with 
both internal and external customers. We are a family owned and operated company and 
our goal is to ensure every interaction with our current and future customers is a high-
quality customer service experience through friendly communication, accurate and timely 
information and meaningful connections. We strive to uphold our reputation of being a 
company with which it is easy to do business. 
 
Duties and Responsibilities 

x Handle incoming calls and utilize a proactive sales approach with every customer 
interaction to uncover additional sales and service opportunities 

x Maintain an in-depth knowledge of Green Energy LP products and services, 
customer account and billing processes, new customer information, and various 
policies and procedures related to product delivery and service 

x Present a professional, confident and enthusiastic image to develop trusting 
relationships with all customers 

x Provide high levels of customer account management by properly setting up and 
maintaining account information and data 

x Process and coordinate Accounts Receivable, Collections and Accounts Payable 
functions and activities 

x Handle administrative, data entry, reporting and reconciliation around asset and 
inventory controls and purchasing 

x Assist with route forecasting and maintenance and with the scheduling of daily 
service work, installation and repairs 

 
Qualifications 

x High School Diploma or equivalent 
x Minimum of 3 years of experience in a customer service role 
x Solid computer skills including Microsoft Office and the ability to run and analyze 

reports 
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x Strong organizational skills with the ability to multi-task effectively 
x Excellent written and verbal communication skills with an emphasis on team 

building and developing a positive rapport with company employees at all levels as 
well as customers 

 
Benefits 

x Paid time off (including holidays) 
x Propane discounts 

 
How to apply: Send an updated resume to sarah@greenenergylp.net.  
 
 
Green Energy LP is an "equal opportunity employer." Green Energy LP will not discriminate and will take 
"affirmative action" measures to ensure against discrimination in employment, recruitment, advertisements for 
employment, compensation, termination, upgrading, promotions, and other conditions of employment against 
any employee or job applicant on the bases of race, creed, color, national origin, or sex. 
 
 
Print Name ___________________________________________________________________ 
 
Signature ___________________________________________________________________ Date _________________ 
 


